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Community-Based Project & Neighborhood Community Garden Project Reporting 
and Invoicing Requirements  
Substantially equivalent language to be included in all NRMF-funded Community Project 
Agreements/Amendments  
 
Contractor shall submit Progress Reports, using attached City/County provided template, in 
conjunction with each invoice covering the period since last report/invoice submitted, consistent 
with the Payment Provisions (Specify the Section of the Service Plan of the Agreement).  
Contractor shall monitor, document, and report all Participants activities and other costs for 
which reimbursement will be requested.  Upon completion of work, Contractor shall submit a 
Final Report, using attached City/County provided template, in conjunction with the final invoice. 
 
Authorized Advance Payments:  In order to receive any potential payment in advance, such must be 
authorized for the specified Project in Attachment 2 of the Expenditure Plan approved by both the County 
Board of Supervisors and Richmond City Council.  No Contractor authorized for advance payment may 
receive more than ten (10) percent (%) of the approved Implementing Entity Award for this Project.  In 
order to seek potential payment in advance, the Contractor shall submit a written request to both the City 
and County Committee Staff detailing the reason(s) advance payment is necessary and the amount of 
funding requested in advance (not to exceed 10% of total award) specifying which applicable allowable 
expenses would be covered by such payment. 
 
Contractor shall submit invoices and required supporting documentation requesting 
reimbursement for allowed costs in the Budget contained in the “Eligible Costs” Section, which 
together may not total more than $ (enter applicable contract amount).     
 

1.  Invoices:  Invoices shall contain the following information in sufficient detail and be 
submitted in a form which adequately demonstrates consistency with this Service Plan.  
Invoices shall be accompanied by the applicable Required Supporting Documentation 
described in the following subsection. 
a. Number of hours per staff member being billed for which stipends have been paid, 
b. Number of hours Contractor staff performed work per Task described herein at the 

rates allowed in the “Eligible Costs” Section, and 
c. Separately identify number of hours spent attending North Richmond Green Meetings 

(Attendance Required at least Quarterly).   
d. Itemization of any other direct costs (e.g. supplies, travel, operating expenses, etc.) 

incurred for which reimbursement is being requested within that invoice period.  

2.  Required Supporting Documentation:  The following Required Supporting 
Documentation must be submitted with invoices when applicable as described below.   
a. Every invoice must be accompanied by a Progress Report, with the exception of the 

final invoice which must be accompanied by a Final Report.  Both types of Reports 
must contain all of the information specified in the City/County provided Report 
templates. 

b. If stipends are included in an invoice, such invoice must be accompanied by copies of 
Interns daily logs or timesheets covering all stipend hours for which reimbursement is 
being requested.  

c. If staff time is included in an invoice, such invoice must be accompanied by copies of 
timesheets covering all staff hours for which reimbursement is being requested.  
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d. If an invoice is requesting reimbursement of any other direct costs (any costs other 
than staff time or stipends), such invoice must be accompanied by copies of actual 
itemized invoices or receipts for all applicable direct costs (bus transportation or 
curriculum materials).  If an invoice is requesting reimbursement for copying or 
printing, at least one copy of the printed item should accompany the invoice. 

 
City/County shall review submitted invoices and supporting documentation within a reasonable 
period of time and remit payment to Contractor promptly upon determining the purpose and 
amount of payment requested are authorized under this Agreement. 
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North Richmond Waste & Recovery Mitigation Fee Community-Based Project 
Progress Report 
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Organization:        

Contact Person:        

Progress Report Period:        -       

Brief Description of the Project: 
Provide a brief description of the project activities/services your Organization is providing with this North 
Richmond Mitigation Fee (NRMF) funding. Funded activities must be consistent with the signed Agreement. 
      
 
Tasks Accomplished to Date: 
Describe the various tasks that your Organization has completed in whole or in part during the Progress Report 
Period (can be bullet points).  [Save for use/reference when preparing Final Progress Report.] 
      
 
Materials Produced to Date: 
Provide a listing of any materials/documents produced during this Progress Report period as a part of this 
project (e.g. pictures, surveys, handouts, work products, etc.) and attach copies of each. 
      
 
Number of Persons Served to Date: 
Provide total number served from the NRMF Funding Area during this Progress Report period.        
Provide total number served from outside the NR Funding Area during this period.          
Provide total number of residents paid with NRMF funding during this period.            
 
North Richmond Green Meeting Attendance to Date: 
Specify which monthly North Richmond Green meetings (list meeting dates) your Community Based Project 
representative(s) attended during this Progress Report period. [Must attend at least once per quarter]   
MEETING DATE(s):         ATTENDEE NAME(s):       
 
Successes to Date: 
Identify whether and how your project is addressing the intended problems associated with illegal dumping (be 
specific).  Describe any other beneficial outcomes/success stories resulting from your project activities to date.  
      
 
Challenges to Date: 
List any and all issues/problems (e.g. change in personnel, inadequate public awareness, applicability of 
regulatory restrictions/requirements, etc.) identified during this period which may impact the project’s ability to 
achieve the intended outcome(s) identified by your Organization. Include all challenges/obstacles/barriers that 
may inhibit or compromise your ability to address the intended illegal dumping problem(s). 
      
 
Lessons Learned to Date & Feedback from Participants/Community: 
Share any lessons learned from participants, staff and/or the community during this Progress Report period.  
      
 
Provide any feedback about the NRMF-funded project/program received from participants and/or community 
members (such as copies of quotes, emails/letters and completed surveys/evaluations).  
      
 
Other Project Information: 
Provide any additional information about your organization’s work that did not fit in any of the other sections, 
including description(s) of any additional services or enhanced activities provided beyond those specified.   
      

Project Expenses to Date:  Attach completed Progress Report to each Invoice being submitted for any 
reimbursable costs incurred during this Progress Report Period. 
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Organization:        

Contact Person:        

Contract Period:        -       

Brief Description of the Project: 
Provide a brief description of the project activities/services your Organization provided with this North Richmond 
Mitigation Fee (NRMF) funding. Funded activities must be consistent with the terms of your signed Agreement. 
      
 
Tasks Accomplished: 
Describe all project tasks/activities that your Organization completed during the entire contract period.  Summarize 
any work completed not previously reported and consolidate with updated information from prior Progress Reports. 
      
 
Materials Produced: 
Provide a listing of any materials/documents produced as a part of the program (e.g. pictures, surveys, handouts, 
work products, etc.).  Attach copies of anything not included with prior Progress Reports submitted.  
      
 
Number of Persons Served: 
Provide total number served from the NRMF Funding Area during the entire contract period.        
Provide total number served from outside the NR Funding Area during the entire contract period.       
Provide total number of residents paid with NRMF funding during the entire contract period.         
 
North Richmond Green Meeting Attendance: 
Specify which monthly North Richmond Green meetings (list all meeting dates) your Community Based Project 
representative(s) attended during the contract period. [Must attend at least once per quarter]   
MEETING DATE(s):         ATTENDEE NAME(s):       
 
Successes: 
Identify extent to which your project addressed the intended problems associated with illegal dumping and how (be 
specific).  Describe any other beneficial outcomes/success stories resulting from your project activities.  
      
 
Challenges: 
Explain why your Organization was not able to achieve the intended project outcomes and/or address the illegal 
dumping problems previously identified, if applicable. Include any challenges/obstacles/barriers (e.g. personnel 
changes, lack of public awareness, previously unknown regulatory restrictions/requirements, etc.) that 
compromised or inhibited your project’s success in addressing problems associated with illegal dumping. 
      
 
Lessons Learned & Feedback from Participants/Community: 
Share any lessons learned from participants, staff and/or the community during the contract period.  
      
 
Summarize all participant and/or community feedback received about this NRMF-funded project/program (attach 
any findings/summary of final project evaluation and copies of related documents not previously submitted).  
      
 
Other Project Information: 
Provide any additional information about your organization’s work that did not fit in any of the other sections, 
including description(s) of any additional services or enhanced activities provided beyond those specified.   
      

Final Project Expenses:  Attach completed Final Progress Report to the Final Invoice being submitted for 
any reimbursable costs not included on invoice(s) submitted with prior Progress Report(s). 



Organization /  
Fiscal Sponsor  

(if applicable)

Project Title

Advance 
Payment 

Allowed (Up 
to 10% of 

Implementer 
Award 

Amount) 
Yes/No

Requested 
Amount

Non-Profit 
Implementer 

Award Amount 
for Project

County 
Contracting 

Cost to 
Contract with 

CHDC1

CHDC 
Contracting 

Cost (20%) to 
Manage Non-

Profits

Total for 
Project Award 

& Contract
Notes

McGlothen Temple Educational 
Community Center

McGlothen Temple 
Educational Community 

Center
No  $      10,000.00  $       10,000.00  $            386.60  $        2,500.00  $         12,886.60 

Neighborhood House of North Richmond 
(NHNR)

North Richmond Green Team Yes  $      25,000.00  $       19,295.33  $            745.95  $        4,823.83  $         24,865.12 

Reach Fellowship International Reach Clean Up Initiative Yes  $      25,000.00  $       19,295.33  $            745.95  $        4,823.83  $         24,865.12 

Contra Costa County Service Integration 
Team (SIT)/North Richmond Economic 

Development Corporation

Contra Costa County Service 
Integration, Family Service 

Center, Build Men and Women
No  $        9,714.00  $         9,714.00  $            375.54  $        2,428.50  $         12,518.04 

The Remember Us People Project 
(TRUPP) / Self-Sustaining Communities 

Beautification, food and 
community building project

Yes  $      25,000.00  $       19,295.33  $            745.95  $        4,823.83  $         24,865.12 

 $      94,714.00  $       77,600.00  $         3,000.00  $      19,400.00  $       100,000.00 

Attachment 2 - Community Based Projects Table (Strategy 9)
2015/2016 Expenditure Plan Funding Allocations for Projects

recommended for City/County approval by the North Richmond Mitigation Fee Committee

In February 2015, the NRMF Committee recommended an allocation of $100,000 for 2015/16 Community Based Projects .  These funds were recommended for allocation to the same 
projects that were allocated funds in the 2014/2015 Expenditure Plan.  The Committee recommended allocation of this funding based on a Funding Request Proposal released on April 23, 
2014 by Committee Staff and Proposals submitted by eligible non-profit organizations in May 2014.   The project selections and funding recommendations made by the Committee are 
shown in the below Table.    

New Community Based Projects Recommended for Funding in 2015/2016

Total Funding Requested/Allocated

1 Costs to have 3rd party organization (CHDC) manage and oversee contracts with Organizations selected for funding is up to twenty (20) percent (%) of award amount after first taking out City/County Contracting cost for $3,000 for 
City/County to contract directly with CHDC to have CHDC administer non-profit contracts. 

Selected organization(s) 
may be asked to submit 
scaled-back versions of 

their Scope of Work 
describing what 

element(s) of their 
selected project they are 
proposing to complete 

with the amount 
available.
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Implementing Entity /  
Fiscal Sponsor  

(if applicable)

Project Title
Requested 

Amount

Non-Profit 
Implementer 

Award Amount 
for Project

County 
Contracting 
Cost with 

CHDC1

CHDC 
Contracting 

Cost (20%) to 
Manage Non-

Profits

Total Project 
Award & 

Contracting 
Costs

Notes

Communities United Restoring 
Mother Earth (CURME) / Greater 

Richmond Interfaith Program
Lots of Crops  $      15,000.00  $         13,800.00  $         1,101.06  $         3,450.00  $       18,351.06 

Urban Tilth
Cultivating Hope: 
Maintaining North 

Richmond Gardens
 $      10,000.00  $         10,000.00  $            797.87  $         2,500.00  $       13,297.87 

Davis Chapel Neighborhood 
Enhancement Team (DCNET)

Davis Chapel A. Moore NR 
Community Garden

 $      25,000.00  $         13,800.00  $         1,101.06  $         3,450.00  $       18,351.06 

Total Funding Requested/Allocated  $      50,000.00 37,600.00 3,000.00 9,400.00  $  50,000.00 
1 Costs to have 3rd party organization (CHDC) manage and oversee contracts with Organizations selected for funding is up to twenty (20) percent (%) of award amount after first taking out City/County Contracting cost 
of $3,000 for City/County to contract directly with CHDC to have CHDC administer non-profit contracts.  

Attachment 4 - Neighborhood Community Garden Projects (Strategy 12)

Funding Allocations for New 2015/16 Neighborhood Community Garden Projects
recommended for City/County approval by the North Richmond Mitigation Fee Committee

 In February 2015, the NRMF Committee recommended an allocation of $50,000 for Neighborhood Community Garden Projects . Thes funds were recommended for allocation 
to the same non-profits that were allocated funding in the 2014/2015 Expenditure Plan.   The Committee recommended allocation of this funding based on a Funding Request 
Proposal released in April 23, 2014 by Committee Staff and Proposals submitted by eligible non-profit organizations in May 2014.  The project selections and funding 
recommendations made by the Committee are shown in the below Table.  

New Neighborhood Community Garden Projects Recommended for Funding in 201452016

Selected organization(s) 
may be asked to submit 
scaled-back Scope of 
Work describing what 

element(s) of their 
selected project they are 
proposing to complete 

with the amount 
available.
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Organization /  

Fiscal Sponsor  
(if applicable)

Project Title
Requested 

Amount

Non-Profit 

Award for 

Project

County 

Contracting 

Costs with 

CHDC

CHDC 

Contracting 

Cost (20%) to 

Manage Non-

Profits

Total for 

Project Award 

& Contract

Amount Spent

Amount 

Remaing to be 

Spent

Notes

Communities United 

Resorting Mother Earth 

(CURME) /  

Greater Richmond Interfaith 

Program (GRIP)

Lots of Crops $15,000.00 $10,641.52 $303.55 $2,660.38 $13,605.45 $1,578.83 $12,026.62

Urban Tilth

Cultivating Hope: 

Maintaining North 

Richmond Gardens

$10,000.00 $10,000.00 $289.10 $2,500.00 $12,789.10 $1,612.62 $11,176.48

Davis Chapel Neighborhood 

Enhancement Team (DCNET)

Davis Chapel A. Moore NR 

Community Garden
$25,000.00 $10,641.52 $303.55 $2,660.38 $13,605.45 $0.00 $13,605.45

 $     50,000.00  $   31,283.04 $896.20  $    40,000.00 $3,191.45 $36,808.55

Obligated Funding to be 

Carried Over Into 2015/2016 

EP
1

 $    36,808.55 

Attachment 5 - Community Garden Projects Table (Strategy 12)

Obligated funding allocated for Community Garden Projects in the 2014/15 Expenditure Plan recommended to be included in the 2015/2016 

Expenditure Plan to allow remaining funding not invoiced to be spent beyond June 30, 2014.  

1 
Amount shown is the total of Neighborhood Community Garden Projects funding for Strategy 12 not spent in the current 2014/2015 Expenditure Plan.  

Subtotals

Community Garden Projects Carried Over from 2014/2015 Expenditure Plan (EP) 

All garden projects 

went into contract in 

February 2015 with 

CHDC and allocated 

funding is expected to 

be spent somtime 

towards the end of 

2015.  
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